SCHOOL LETTERHEAD


(Enter Date)


Teacher Name:	(enter substitute teacher’s name)		

Course/Subject:	(enter the course)

School Name:		(enter the school’s name)

RE:			Reporting of Not Highly Qualified Substitute Teachers


Dear Parent/Guardian of (enter the student’s name): 

Please be advised that for four or more consecutive weeks your child has been assigned to the above named substitute teacher who is not highly qualified as required by the No Child Left Behind (NCLB) Act of 2001.  However, the substitute teacher has met all prerequisites for employment as a temporary employee.

Please be assured that every effort is being made to employ certificated and HQ teachers in all Title I classrooms in accordance with the Florida Department of Education guidelines.  Substitute teachers are only utilized when permanent teachers are not available.

Should you have any questions or need further clarification regarding this matter, please feel free to call (enter school phone number) and ask to speak to the school’s NCLB Title I contact person.  You may also wish to visit the website at http://www.palmbeachschools.org/certification/HighlyQualified/index.asp to learn more about the highly qualified verification process.

Sincerely,


(Enter the school’s Principal’s name and signature)



